DEPARTMENT OF THE NAVY
GOMRANZER HAVY REG UM SOUTHWEST
937 K. HAREQR CR.

AN TGO, GA 82 132-H05] ¥ AFEPLY AEFER TO:

COMNAVREGSWINST 1601.14
NOSHD

11 SEP 200

COMNAVREGSW INSTRUCTION 1691.1A

From: Commander, Navy Region Southwest

Sukj: ARER CHAPLAIN DUTY ANl FUNERAL HONORS WATCHSTANDING

Ref: (ah OPNAVINST 3120.32C
{hy BUPERSINST 1770.3

Ercl: (1) Consclidated Area Duty Cnaplain and TFuneral Horors
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1. Purpoge. To promilgate Command=r, Navy Region Soutiwest

{CNBESW) area Dmty Chaplain and funeral honers watehstanding
requirements and profeduras.

2. Cancellation. COMNAVREGSWINST 168L.1.

3. Scope. This instracticn explains the organization and
functionas of the CHNRSW Puty Chaplain watch and eatahblishes
responsibilities and procedures for the etticient administration
and operation of the Ceonsolidated Duty Chaplain Watchbill.

4. ppplicability. The regulations set forth im rhis instruction
are issued for use by all Chaplains serving ino non-operaticonal
bEillets within the Metro San Niego area. These regulactions shall
ba adhered to by all Chaplains in the performance of their
watechatanding duties. Dury Chaplains shall exercise initiative
and sound judgment when dealing with unigque circumstances that
may ot be specifically covered by this instruction.
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CONSOLIDATED AREA DUTY CHAPLAIN AND FUNERAL WATCH

STANDARED OQOPERATING PROCEDUEES

| . Duty Chaplain Defined/aathority

a. The Duty Chaplain serves as the direct representative of
TNRSW, charged with initiating or coordinating ministerial action
within the Metro San Diego area after rnormal working hours as
defined in Paragraph (&) of this enclosurs.

B, Unlass, =xempted by the Regional Chaplain, all Chaplains
shall be assigned collateral responsibility to support the Duby
Chaplain Watchbill as promalgated by the Watchbill Coordinator.

2. Senior Watch Officer (Sw0). The RegionaX Chaplain is
designated the SwWO. In addition to being respongible for all
area watch regquirements, the SWO shall:

a. Review and approve the guarterly ard monthly Duty
Chaplain Watchkill.

bh. Esrablish watch procedures.
¢. Review the Duty Chaplalin naotebook and update as required.

. Supervise the Duty Chaplain in Lhe performance of all
duties=.

o. Ensure that all Duty Chaplaing are properly trainsd ro
stand the duty and <o regpond to all requests for assistance.

£f. Mainlaln a current list of all pertinent phene numbers to
inclade: Chaplains, Commanding Officers (0] and Executiwve
Gftficers (X0), Command Master Chiefs (CMT), and unit ombudsmern.

3. Watehbill Coordinator. The Regional Chaplain shall designate
a Watchbhill Ceoordinatoy who shall:

2. rPromulgate Lhe Conseolidated Duty Chaplain Watchkill on a
cuarter_y and monthly basis.

b. Coordinate dates of non-availability, leave and TAD with
211 Duty Chaplains.

Enclesure (1)



COMNAVREGSWINST 1601.1A
1 1 SEF 2008

4. Chaplain Duties. As the representative of CHNRSW,
regponsiveness of the Dty Chaplain to the redquirements of the
Commander ig of the vimegt importance. In addivtion to carrving
auT all reutine duties, the Duty Chaplain ghnall give gpecial
attention to matters in which the Commander has expressed a
rerscnal interest {i.e. speclal projects, research, programs,
etc). It shall be the sole responsibility of the Duty Chanlalin
to take action in these metters when so directed. wWhile in a
duty status, the ity Chaplain must ensure that the performance
of duty requirements takes precedsnce over normal {i.s2. non-duty)
daily responsibilitiss in the event of a comflict. In standing
the wateh, thoe Duty Chaplain shall:

a. bBe guided Ly the splirit of reference {al, which ocutlines
standard Navy watchstanding procedures.

h. {onrtact the on-coming Tuty Chaplsin and make
arrangements to properly turn over the duty.

c. Conduct a property inventory of the duty brief case with
the cn-coming Duty Chaplain, ensuring that the following items
are accounted for:

{1} Duty notebook containing inscriactions and contact
information

{2} Draty Log
{3} Craty Cellular Telephone inumber:; (G13) 778-1707)
{4} Cell phone charger

d. Conduct an opcraticnal check of the duty cell pheome to
ensure it is properly functioning.

2. Briel any pending cases with the ocn-coming Duty Chaplain
pricr to turning over the ducy. The on-coming Duty Chaplain
shall record proper assumption of the duty in the duty low.

f. Communicate any pending cases or significant issues to
the appropriate command, site chaplain, duty officer, etc. prior
ter burning over the duty. This is particularly critical where
mazes inyoelving serious injury, hospitalizacion, dealh, suwicidal
ideation, or sulicide oocur. In such instances, all appropriate
personnel should he Informed immediately after initiating
agsiatance ar handling the caszse.

5, Watchhill Procedures. All Duky Chaplains shall review the
quarterly and menthly watchbills to defermine assigned periods of
duty. Duty pericds are as follows:
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a. Regional Duty Chaplain: Thig is a non-working hours duty
only. &accordingly, the cduty period begins at 1600 on Tueaday and
continues through non-working hours uncil 0730 the following
Tuesday.

b. Tuneral Honors: Funeral Honors support will be provided
during regular working hours by the Duty Chaplain throughout hie
or her period of assigned duty. Funeral Honors Support is
discusszed in creater detail in paragraph 7.

6. Wakchstanding Procedures. In addition te the procedures set
Eorth in paragraph 4, the following procedures are aatahlished:

a. TEecall. Each Chaplain assigned to the watchbill szhall
provide accurate recall information tc the Senior Watch Qfficer
and the Watckbill Coordinator providing updates whenever
neceszary. &l11 Thaplains on the wacckbill shall verify perscnal
racall informatior upon assum‘ng the duty and inform the SwWQ and
Watchbill Coordinator of any necessary changes.

L. TPeriods of Non-availabkility. Personnel interding to
request Leave, execute TAD orders, or who otherwise anticipate
being unavailable for duty shall notify the Warchhill Coordinator
asz far in advance as possible.

¢. Exchanges of Duty. Once a period of duty has bheen
asaigned —o a Chaplain on the watchkill, it becomes the
responsibility of the assigned Chaplain to find a substitute if
ohe is reguired. &ll requests for exchange of duty shall be
cuhbmitted to the Watchbill Coordinater, via both telephone and
e-mall, at least threes days prior —o the day of duty to be
exchanged.

d. TUmiferm. The Duty Chaplain shall he in the prescribed
uniform of the day whenever responding in person o any redquost
for assistance. When assisting in a Casualty Rssistance Calls
Officer (CACO} visit, the Duty Chaplsin shall verify the
prescribed uniform with the CACC pricr teo the wisic. Since the
preacribed unitorm for CACO visits will normally De Service Dress
Elues or Summer Whites, depending upon the season of the vear.

e, Sickness or Emergency. -n the ovent that a Chaplain on
the watchbill becomes unakble to stand an assigned duty becouse of
sickness or a personal emergeacy, he or she shall secure a
suharitute {as far as practical} and then properly notlfy both
the SWO and the Watckbill Coordinator.
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f. Requests for Suppert. The Duty Chaplain will recelve the
majority of recuests for support from the Regicnal Watch
fommander or Cormmand Gfficers of the Day (00Ds). These
individuala will receive reguests for support and forward contact
infermation te the Duty Chaplain. Under normal circumstances,
G0DE are to refer all calls for Chaplain assistance Lo the
Regicnal Watch Commander (RWC). 0ODs are not required to gather
backgrourd informarien frem those regquesting support.

g. Turnover. Upcn assuming the Lury, the on-coming Duly
Chaplain shall contact the following individuais to provide
contact informatlion:

{21 Reglonal Watch Commandes: (819} 524-2030
{2] Kawval Statien Command Duty Officer: {B19) BARAO-_247

(3) Naval Base Corcnade Command Duty Officer:
{6191 545 8123

h. Contacts. FEnter in the duty log all phone conversations
with the duty persconnel, contact personnel, and other individusle
epoken to during each duty call. Provide date, time, contact
phone nunmber, name(s) of individual({s} spoken to, briel
description of the sapport or issue, and a brief summary of
action takon.

i. Emergeucy/Disaster Plan. In the event of an emergsency or
disaster (i.e. mass casualty, nalural disaster, terrorist attack,
etc.}, the Reginna’ Chaplain snall be among the [irst individuals

to be rotified. In the ewvant that the Regicnal Chaplaln cannct
ke reached the Duty Chaplain shall notify the Command Chaplain
for Naval Station San Diegao.,

3. Personal Residence Visits. &ll official {(i.e=. duty
related) wvisits to a place of residence regquire a leocal command
escort of rank F-& or above. In the event that a command is
unable to provide such an escort, the Duty Chaplain shall notify
rhe 00D and/or SWO that the refquested wisit carmann bhe made.

k. CACO Duties. The Duty Chaplain shall accompany, upen
request, any San Diego area CACO who requests Chaplain assistance
during norma. periods of duty to make the initial notificaticn
wvisit.

1. Daelivery of {AMCROS55) Messages. Some AMCROSS messdagos
request the presence of a Chaplain during delivery of the
message. If requested to provide ministry in this situation, the
Duty Chaplain shall ensure the following has taken place:
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(1) The whereabouts of the service member to be notified
ara knewn and that the service member can be broaght to a
specified lecation or ran be meat at a epecified lucaticrm.

{2} The 00D or CDO of the parent has been notified and
hae jdentified a command representative who will be present at
the rime of the notificalion. Per reference (b}, neotification
chall not he rade between the hours of 2400 and 0800,

7. Funeral Honeors Supoort. Funeral Honors Support drovided by
the Duty Chaplain wi.l be limited to graveside committa’ BEIViCes
sr1ly, The locations at which such seryicas will he provided ara
limited to Rusecrans MNational Veterans' Cemctery at Point Loma or
another cemetery ir the Metrc San Diego area only. Any
ascoriated Chapel services will be arranged with specific chapel
siteg. but will not be provided by the buty Chaplain. Tae Duty
Chapiain shall provide support for the Funeral Honors Watchbill
during normal working hours. In the event that a request is
received for committal sgervices on a Tuesday, the off-going Duty
Chaplain shall provide support. Requests for committal support
will normally specify the services of =ither a Protestant or a
rathelic Chaplain. The designated Duty Chap_agin will respond to
requests for a Chaplain of his or her failh group. The watchbiil
Coordinator will assign an additicnal Funeral Honors Chaplain of
the ocoposite falth group o cover such requests.

a. Asaignments: Funeral assignments will be made by the
Reglonal Funeral Honors Coordinator with as much notice as
pessible. However, due to the nature of funeral support,
requests Eor support may come at short notice. Assignments will
he sent to the Duty Chaplain with rcopies to that Chaplain‘s
Supervizsory Chaplain and the Watchbill Coordinator. Reguests for
funeral support falling on Mondays are performed by Chaplains
assigned to Marine Corps Recruit Depet. Funerals ocourring on
Tuesday through Friday funerals will be performed by Metro San
Diego Area Chaplains. No funerals will be assigned on Saturdays,
sundays or Holidavs. Only one chaplain per faith aroup will be
rade availahle for fureral suppcrt on any giver day.

b. Uniferms: Uniform for Funeral Honors Support shall ke
either Service Dress Bluss or Summer Whites depending on the
season of Lthe year.
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